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INTRODUCTION

Chapter

introduction

This chapter introduces you to the basic format of this User
Manunal and provides a general overview of the IPEDS Data

Center features and functionalities.

Center for Education Statistics’ (NCES) core postsecondary education data

collection program. Information is collected annually from all providers of

postsecondary education in fundamental areas such as enrollments, program
completion and graduation rates, institutional costs, student financial aid, and human
resources.

T he Integrated Postsecondary Education Data System (IPEDS) is the National

The primary means by which these data are released to both providers of
postsecondary education and the public is through the IPEDS Data Center.
Designed as a centralized, web-based tool for the retrieval and analysis of IPEDS
data, the system allows users to access and evaluate institutional data using a wide-
range of analytical features that includes the ability to construct customized data sets,
download full data files, and to create different reports including statistical and trend
analysis reports.

This user manual is intended to guide you through the various functions, processes,
and capabilities of the IPEDS Data Center. While most users should find that they
are able to successfully and effectively navigate the system
ICON KEY without a detailed set of instructions, a wealth of
information, hints, tips, and insights are provided to help
focus your time and efforts more productively. Some users
may find that browsing is a better way to learn from this
L Key terms manual than reading straight through it. This will depend
& Test your knowledge | largely on the extent and goals of usage, as well as on your

past experience with other NCES software applications
such as the Peer Analysis System (PAS), Dataset Cutting Tool (DCT), Executive Peer
Tool (ExPT), and Data Analysis System (DAS).

! Critical information

M Hints/ tips
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The user manual is divided into sections representing each of the major functions

within the Data Center. You can access it at any time by clicking on the B2 b link
from the navigation menu at the top of the screen. Additionally, context sensitive
help buttons are available throughout. Look for the @ icon for guidance and
information related to a specific screen or process.

Getting Started

Upon accessing the Data Center main page, the Main Menu is displayed on the left
side of the screen, as shown below. As its name implies, this menu contains links and
navigation controls to all other parts of the system. You can access this page at any
time while working in the Data Center either by clicking on the

IPEDS DATA CENTER . . .
ot cunm e ot imsioame heading, or the i link from the navigation
menu at the top of the screen.

Please note that clicking on the IPEDS Data Center heading
will allow you to retain any information you have already entered
in the system; whereas, the Start over link will clear your data
and begin a new session.

Click on a task from the main menu to begin your Data Center session. You can hold
the mouse over any menu option without selecting it to view a brief description of
the related functionality, as shown below:

IPEDS DATA CENTER
For Dats Canter Help Call -556-588-0450

JOK UP AN INSTITR

RE INDIVIDUAL INSTITUTIONS
RANK INSTITUTIONS ON ONE VARIABLE
VIEW TREND FOR ONE VARIABLE

o/ CREATE GROUP STATISTICS

GENERATE PRE-DEFINED RE

SURVEY DATA FILES 3 Shortcuts... Use Other IPEDS Tools..

'STOM DATA FILES * Upload a proviously saved session * IPEDS Trond Gonerator | W%

* Create/Download a list of variablos * Tables Library
ExFT AND DFR
* Create/Download an Institution group
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Additional options are also available under the Shortcuts... and Use Other IPEDS
Tools... menus near the bottom of the screen:

Shortcuts...

Returning users can click on the related links in the Shortcuts... menu to
quickly create and save a new institution group or variable list for use with
any of the wide-range of Data Center tools and functionalities (this can also
be done within each function). Additionally, users can use the ‘Upload a
previously saved session’ link to enter a Job Number and upload a saved
Data Center session.

Use Other IPEDS Tools...

For your convenience, the Use Other IPEDS Tools... menu contains
several links to additional IPEDS Tools (such as the IPEDS Trend
Generator and the Tables Library). You can also access additional resources
and information related to IPEDS data by selecting the IPEDS Homepage
link in the top right-hand corner.

Once you have selected a task within the Data Center, you will be asked to indicate
the type of data you want to access:

Preliminary Release Data

Select this option to access any preliminary release data that are available for the most
recent data year. Preliminary release data have been edited and released via the NCES
First Look (Preliminary Data) publications; but are still subject to further NCES quality
control procedures. In addition, imputed data for non-responding institutions are not
included.

For your reference, a list of the IPEDS data components with preliminary release
data available is displayed along with the relevant data year, as shown below:

SR .
Foo Data Cartes Haln Cal 1-044-550-00048

What date would you like th access?

L Provisional Release Data O

< Preliminary Release Data ©

Falt Encoltmant {2051) N
For additional years of data:

T Use provisional release data O 9 Use fimal release data O
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Note: Preliminary release data are only available for the most recent data year, and
remain available until all NCES quality control procedures are complete and the First
Look (Provisional Data) publications are released. Once this happens, the data become
provisional release data. Due to the nature of this data release cycle, preliminary
release data are not always available. In this case, users must select the Provisional
Release Data option to continue.

Imputation

A method of estimating data (or filling in the blanks) for
institutions that did not respond to a data item or survey. Data
that have completed the imputation (or imputing) process are
commonly referred to as ‘imputed data’.

Provisional Release Data

Select this option to access the provisional release data available for the most recent
data year. Provisional release data have undergone all NCES quality control
procedures and been released via the NCES First Look (Provisional Data) publications.
These data have been imputed for non-responding institutions; but are still subject to
additional revisions that may be submitted by institutions during the subsequent data
collection year through the IPEDS Prior Year Revision (PYR) System.

For your reference, a list of each IPEDS component and the most recent year of
provisional release data available is displayed along with the relevant data year, as
shown below:

i EN Y .
For Datn Goninr Help Colt 5 0EA- 5550250

What data would you like (o aciess?

= Provisional Release Data 6

Institutional Characteristics (2010-11) Fall Enroliment {2010}

Pricing and Tuition (2010-11} Graduation Rates {2010)
Admissions (2610-11] Student Financial Ald (2009-12)
Completions [2009-10) Finance (2009-10)

12-month Enrollmens (Z005-10) Homan Resources {2010-11)
For additional years of data:

"' Use provisional relaase dats € Q) Use final rulease dota ©

% Preliminary Release Data @
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|ZI Tip

If you opt to access provisional release data at the beginning of your
session, and later find that you need to access preliminary release data, you
can change this setting at any time. Simply click the (Change) link just
below the Main Menu drop down, as shown below, and adjust your data
access selections accordingly

il PEDS Dara cenTER

Look up an institution

> conoim o Swvesassie B Helo

Provissonal Releasw Data (Change)

1. Solact Insthutions

My Comparison Institution - Nome Selected 1) [ eno ]

How would you ke to select institutions o inclede in your data file/report?

B 8y Names or UnitiDs 0 By Groucs 0 By Variphles 0 By Unigading 3 File

Once you have selected the type of data you want to access for the most recent data
year, you must also indicate the type of data you want to access for all additional
years of data:

For additional years of data:

Use provisional release data © 9 Use final release data O

Use provisional release data

This option allows you to access previously reported IPEDS data as the data
were reported to NCES in the original data collection (and subsequently
published via the First Look (Provisional Data) publications). These data
underwent all NCES quality control procedures, including imputation.
However, any revisions to the data submitted by institutions during the
subsequent data year through the IPEDS PYR System are not included.

Use final release data
This option allows you to access previously reported IPEDS data that include
any revisions to the provisional release data made by institutions through the
IPEDS PYR System. Final release data can be used when the most up to date
data is required; however, they may not match the tables from the NCES
First Look publication.

By default, the Use final release data option is selected, but you can click on the
corresponding radio button to modify these settings and Use provisional release
data instead.
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Once you are satisfied with your selections, click Continue. Then explore the
system, as needed, to familiarize yourself with all of the available features and
functionalities. You can use the Main Menu drop down at the top of the screen to
navigate between tasks at any time, as shown below:

IPEDS DATA CENTER

For Data Canter Malp Cat & 06G-350-0630

Create group statistics | = Xosk g an inatiution
- Caompare individual institutions

' 1. Select Institutions 2. Select Variables

My Comparison Institution - None Selected ©

- Crasts group statistcs

How would you like to select institutions to include in your data file/report? « Ganerate pre-defined reports
By Names or UnitiDs 0 By Grougs O By Vanables O By Uplcading 8 5l - Doandoad survay data files
* Download custom data files

; . ; & < - ExPT and OFR
Enter either an institution name or UnitlD {or 2 comma separated list of UntiDs) in |

typing, a list of matching institubions will 3ppear. You can select 3 single institution |~ Yplond & previously saved session

wark all institutions on the list, hit "Select”. - Create/Download a list of variables

Institution Name - Craata/Dowload an institubian group

s

Helpful Hints and Tips

Here you will find some general hints and tips for using the IPEDS Data Center.
More detailed tips related to specific functions within the application can be found in
the corresponding sections of this user manual.

e  You can always call the IPEDS Data Center Help Desk at 866-558-0658.

®  You can save session data at any time and access it later during subsequent Data
Center sessions by clicking on the lm| Saue session BIPRPYRENS top of the screen.
Your data will be saved on the NCES server for 30 days. It is recommended
that you save frequently to avoid potential data loss resulting from system
failures, power outages, or other unforeseen circumstances.

e When generating a report, you can use the tabbed links at the top of the screen
to quickly navigate back and forth between steps, as shown below:

1. Select Institutions 2. Select Variables 3. Output
My Comparison Instit - None Selected 0 NGO
Select Institutions - ¥You have selected 5 institution(s)

Select Variables - You have selected 2 variable(s), 2 con be used in this regort. 8 | ew/roooy |

How would you like to select variablas to include in your data file/report?
B Srowes/Search Varables @ Choose from My Variables [ Create Desived Vacablas. ) Unioad Variablag
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e Any institutions and/or variables you select for a particular function or process
will be stored in your My Institutions and My Variables lists respectively
throughout your Data Center session. This allows you to easily reuse your
selections for various operations without having to navigate the same screens
and processes multiple times. Click on EIZEEEEIEN to see the lists and/or
make changes.

e  Most lists in the Data Center can be sorted based on various criteria; such as,
Institution Name, Variable Name, Data Year, or Ranking Value. Look for active
column headings (displayed with an underscore) to identify lists that can be
sorted; then click on the corresponding column heading to sort the list
accordingly. For example, you might click on Institution Name to view a list
of search results in alphabetical order by institution name. By default, results are
generally displayed in ascending order (A-Z or lowest to highest numeric value),
but you can click on a column heading multiple times to toggle the view
between ascending and descending order.
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Chapter

Create / Download an Institution
Group

This chapter contains detailed instructions for creating, modifying,
and saving a list of institutions for a data file or report in the
IPEDS Data Center.

review and analysis of institutional data in the IPEDS Data Center. These
are all discussed in greater detail in subsequent chapters of this User
Manual.

ﬁ wide range of customizable reports and analytical tools are available for

It is important to note however, that regardless of which tool you are using, the first
step in creating any data file or report within the Data Center is to select the
institutions that you want to compare or evaluate. This can be done in several ways
(click on the links below to learn more about each):

By Names ot UnitIDs

By Groups

By Variables

By Uploading a File (Power User Account Required)

The methods you use will most likely vary depending on your data needs and which
report you are generating, so it is a good idea to familiarize yourself with each of the
available processes.

Note: The selection of institutions can also be completed within an individual
function, and does not need to be completed via Create/Download an Institution
Group.

As you select institutions, they will be stored in your My Institutions list for
continued use throughout your current Data Center session. You can modify this list
at any time, or save it for future use in subsequent Data Center sessions. Click on the
links above to learn more about each process.
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By Names or UnitiDs

This is the default method of selecting institutions for your data file/report. You can

use this option to search for institutions by full or partial Institution Name or
UnitID.

UnitiD

The unique six-digit identifier assigned to all institutions that
have submitted data to IPEDS.

You can access this option at any time by clicking on the By Names or UnitIDs
link from the Select Institutions toolbat, as shown below:

My Comparison Institution - None Selected B | _soo |

How would you like ta sclect institutions to iaclude in your data file/report?
8 8y Noames or UnitiDs

B ExGroyps B By Vanables B By Uploading a File

Enter ether an institution name or UnstiD (or a2 comma separated list of UnitlDs) in the text box below. As you begin typing, 3

list of matchang institutions will appear. You can select a single institution by clicking on it from tha list, or, if you want a
institutions an the list, hat "Select”,

Institution Name

Universdy of Maryland

163338: Univerzity of Maryland Eaztern Shore, Princess Anpe, MD
263259 Univaczity of Marylsnd:-Saltimore, Balimare, M0
A28 Universty of Maryland-Baltimore County, Belimors. MO
263286 Univarsty of Marvisad-Coll Pack, Collegs Park, MO
163204 Univenaty of Marviand-Univacedy Collaga, Adalphi, MO

Enter your search value in the box provided, as shown in the example above. A list

of potential matches will be displayed as you type. Remember, you do not need to

enter the entire Institution Name; the system will return results for partial names as
well.

|Zl Tip

When searching for institutions by UnitID, you can enter just one UnitID
or a list of multiple UnitIDs separated by commas. The latter option will
greatly reduce your search time for larger Institution Groups.
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Click on an institution to add it to your Institution Group, as shown below:

My Comparison Institution - None Selected I}

Select Institutions You have selected 1 institution(s)

Mow would you like to select institutions to include in your data file/report?
B 8y Names or UnitiDs 0 By Groups B &y vansbles B 5¢ Uplgading 3 Fis

Enter either an institution name or UnkID {or 3 comma separated list of UnitlDs) in the text box below. As you begin typing, 2
list of matching institutions will appear. You can select a single institution by clicking on &t from the list, or, if vou want all
InsStitutions on the kst, hit "Seleat™.

Institution Name

Universty of Hew.gmﬂ m

-_'L§}_3_38: University of Marviand Eastern Shore, Princess Anne, MD -
) ; Utavarsity of y -Balt ey

163268: Univarsity of Marviand-Baltimore County, Saltimera. MD

You can also click on to open the full list of search results in a new

window and select multiple institutions from this list to include in your data
file/report:

Select institutions to include in your data filefreport, After continuing, you will still be able to add additional institutions.

Total Institutions Found: 5 Check all | Uncheck &ll
1D Institution Mame LCity State
163338  University of Maryland Eastern Shore Princess Anne MO
[l 163259  University of Maryland-Baltimore Baltimare MO
163268  University of Maryland-Baltimore County Baltimore MD
163286  University of Maryland-College Park College Park MD
- 163204 University of Maryland-University College Adelphi MO

Note the active column headers for Institution Name, City,
and State. This list can be sorted! Click on the related column
heading to sort the list of search results accordingly.

Click on the corresponding checkboxes to select the institutions that you want to
include in your Institution Group. You can also click on Check all to select the
entire list of institutions, or Uncheck All to clear any selections you have made and
start again.

10
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Once you are satisfied with your selections, click Continue. The specified
institutions will be added to your My Institutions list, as shown below:

' 1. Select Institutions 2. Select variables

My Comparison Institution - None Selected £

Select Institutions - You have selected 3 institution(s)

How would you like to salect Institutions to include in your data file/report?
B 8v Names or UngiDs 0 By Groups 6 Bv Varables 8 By Uploading a Fie

When you have finished selecting mstitutions, (IS to Step 2 - Select Variables.

My Institutions
1D Institution Name City State
163338 University of Maryland Eastern Shore Princess Anne MO
163268 University of Maryiand-Baltimare County Baltimore MD
163286 University of Maryland-College Park College Park MO

You can add additional institutions to this list at any time by clicking on the By
Names or UnitIDs link to search again, or by using one of the other available
options from the Select Institutions toolbar.

Test your knowledge:

Using the By Names or UnitIDs option, create an Institution Group
comprised of all Ivy League universities in the United States. Your list should
include: Brown University, Columbia University, Cornell University, Dartmouth
College, Harvard University, Princeton University, University of Pennsylvania,
and Yale University. When you are finished save your Institution Group to
complete this exercise.

By Groups

Instead of constructing your own Institution Group you can have the system
generate one for you. To access this option, click on the By Groups link from the
Select Institutions toolbar, as shown below:

My Comparison Institution - University of Maryland-College Park B

How would you like to select institutions to include in your data file/report?
B3y NamesorUnitips @ 51\@@% @5y vansbles 8 By Uploading a File

11
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Several methods are available for creating a system-generated Institution Group.
Click on the links below to learn more about each:

EZ Group

Automatic Group

Saved Group

EZ Group

The EZ Group method allows you to quickly create an Institution Group based on
one or more frequently used criteria such as sector of institution, geographic
location, or specialized educational mission (e.g. Historically Black College or
University, Tribal College, etc.).

To utilize this option, click on EZ Group from the By Groups toolbar, as shown
below:

1. Select Institutions

My Comparison Institution - University of Maryland-College Park & [ chance | memove |

How would you like to select institutions to include in your data file/report?

© By Names or UnitIDs | 0 By Groups I 0 Bv Variables © Bv Uploading a File

| 0 EZ Grou @ Automatic Group @ Saved Group |

If you have selected a Compatison Institution for the current data file/report, a summary
of general information about the selected Comparison Institution is displayed at the top
of the screen for your reference. In addition, note that for each selectable category or
characteristic in the lower portion of the screen, the Comparison Institution value is
highlighted in orange, as demonstrated in the example on the next page.

University of Maryland-College Park

IPECS ID: 163236 * Title TV pastcipating institutions

.

* College Park MD (Mid East) ® Research Universities (very high research achivity)
* Fublic, 4-year o Enrcliment size: 20,000 and above

s Degraa-granting, primarily baccalaureate or above

Start by identifying the universe year from which you want to select your Institution
Group. By default, the most recent data year available will be selected as the universe
year, but you can choose an alternate year at any time by clicking on the change
year link, as shown below:

Data Collection: 2011 [change year]
Select \

First Look Univarse O Title [V participating e U.S. only LA institutions
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Please note that the change year link is not available when
creating a Comparison Group within the ExPT and DFR
component. In this case, an EZ Group can only be generated
based on the most recent universe year.

Using the checkboxes provided, select the criteria you wish to apply to your
Institution Group.

You can click on the adjacent " icon to view and/or choose additional criteria from
the list of available Special Characteristics. Where applicable, click on the @ icon
to learn more about a specific category. A help file will open containing either a
definition of that category, or a description of the types of institutions included in
that category. Within each category, you can click Check All to select the entire list
of criteria, or Uncheck All to clear any selections you have made and start again:

Data Collection: 2011 (change year)

Frst Look Universe © Titde IV participationg @ U.S. anly All institutions

Select

Spedal missions (if any)

Historically Black College or Uruversily Trbal Cobege Land Crant Institution

Spedal characteristics

New England CT ME MA NH RI VT

Mid East OF DC MD NI NY PA

I Great Lakes TL TN MI OH W1
Plairs TA KS MN MO NE ND SO

A Instings

al category

b Cameoae Classfication 2010: Basic
Southwest AZ KM OK TX

I Degres of urbanzation (Locale) @ R
Rocky Mourtans CO 1D MT UT wY
I8 Ingtigwn siza category

v
v
v
Y
¥l Southeast AL AR FL GA KY LA MS NC SC TN VA WV
v
¥
¥ Far West AX CA HI NV OR WA

)

N Ra ot 7 Ry aaram)
Reporting method (academic/hybnd/pragram) Cutlyng areas AS FM GU MH MP PR PW V1

) Hag full-tins fi

L-Ume undergraduates

> Al programs offered completely via distance

education

When you are finished selecting values for a particular characteristic, click Close to
save your entries and close the pop-up box. Any categories for which you have
selected criteria will remain highlighted in orange. You can reopen the list of criteria
at any time to modify your selections.

As you select various criteria, they will be displayed in the Criteria Summary box at the
bottom of the screen for your reference. In addition, the system will automatically update
the number of matching institutions in your potential Institution Group as you work:
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Data Coleclion: 2011 [change year)

30 institution(s) m
Select

“IFirst Lock Universe © Title TV participating @ 1S, only L AN institutions

Special missions (if any)

Histerically Black College or Universsty Tribal Collepe Land Grant Institution

Special characteristics

2 state or other uredictior Shackall | Yncheck alt Cloxa
Admanustratve Unit

[ sector Y! Public, 4-year or above

@ Digrea-arantng statis | Private not-for-profit, 4-year or above

=R Highast degres offared | Private for-profit, 4-year or-above

=™ v Public, 2-year

=1 Institutional category

S Private not-for-profit, 2-yesr
Camnegie Classihication 2010: Basic

! Private foc-peofit, 2-year
3 Degree of urbanzation {(Locale) o

7 Institution gize category

Reporting method (academic/hybrid/occqram)

| Public, less-than 2-year
Private not-for-profit, less-than 2-year
Private for-profit, lecs-than 2-year

) Has full-time first-time undergraduates

All programs offered complataly via distance

education

’

Criteria Summary

* State or other jurisdiction
Maryland

Degree-granting status
Qegree-granting
* Sector

Public, 4-year or above; Public, 2-year

Once you are satistied with the selected criteria, click the button. If you have
already selected/uploaded institutions for a previous function during the current
Data Center session you will be prompted to choose from the following options for

creating your new Institution Group:

Combine the two sets and eliminate duplicates
Click on this option to combine the results of the current query with any
existing institutions in your My Institutions list and eliminate any duplicates.

Keep only the institutions existing in the two sets
Click on this option to retain only those institutions that are present in both
the results of the current query and your existing My Institutions list.

Disregard the previous set and keep this one
Click on this option to remove any existing institutions from your My
Institutions list and use only the results of the current query.

14
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Any institutions that match the specified criteria will automatically be added to your
My Institutions list for the current data file/reportt.

Test your knowledge:

Using the EZ Group option, create an Institution Group comprised of all Land
Grant institutions in the state of Montana for data year 2006. The resulting
Institution Group should contain a total of 8 institutions. When you are finished,
save your Institution Group to complete this exercise.

Automatic Group

If you have selected a Comparison Institution for the current data file/report, you
can use the Automatic Group option to generate an automatic peer group for the
selected institution based on a set of predefined criteria such as control and level of
institution, degree-granting status, Title IV status, Carnegie Classification, and
geographic region. This list is the same as the peer group created in the ExPT for an
institution’s Data Feedback Report.

To utilize this option, click on Automatic Group from the By Groups toolbar, as
shown below:

1. Select Institutions

My Comparison Institution - University of Maryland-College Park © [ cHance | remove |

How would you like to select institutions to include in your data file/report?

® By Names or UnitIDs 0 By Groups | 0 By Variables © By Uploading a File
|-

® EZ Group 0 Automatic Grou 0 saved Group

If you have already selected/uploaded institutions in this function, or while working
in a previous function during the Data Center session, you will be prompted to
‘Combine the two sets and eliminate duplicates’, ‘Keep only the institutions existing
in the two sets’, or ‘Disregard the previous set and keep this one’ (for more detail,
see above).

The system will automatically compile a list of peers for the selected Comparison
Institution and add them to your My Institutions list for the current data
file/report.

Test your knowledge:

Using Pennsylvania State University — Main Campus (UnitID 214777) as
your Comparison Institution, generate an Automatic Group of peers for this
institution for use with any data file/report in the Data Center. The resulting
Institution Group should contain a total of 30 institutions. When you are
finished, save your Institution Group to complete this exercise.

15
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Saved Group

Similar to the Automatic Group option, the Saved Group option allows you to load a
saved institution group for a selected Comparison Institution defined by the institution
itself.

To utilize this option, click on Saved Group from the By Groups toolbar, as shown
below:

1. Select Institutions

My Comparison Institution - University of Maryland-College Park ©® [ cHance | remove |

How would you like to select institutions to include in your data file/report?

© By Names or UnitIDs 0 By Groups | @ By Variables © By Uploading a File
i

® EZ Group O Automatic Group @ Savei Group

Saved Groups are not available for all institutions. If a Saved
Group is not available for the specified Comparison Institution,
an error will occur, and you will be prompted to select another
means of creating your Institution Group.

If you have already selected/uploaded institutions in this function, or while working
in a previous function during the Data Center session, you will be prompted to
‘Combine the two sets and eliminate duplicates’, ‘Keep only the institutions existing
in the two sets’, or ‘Disregard the previous set and keep this one’ (for more detalil,
see p. 15).

The system will automatically load the saved peer group, where applicable, for the
selected Comparison Institution and add it to your My Institutions list for the
current data file/report.

By Variables

The By Variables method allows you to construct an Institution Group based on
one or more shared characteristics such as size, geographic location, control of
institution, or Carnegie Classification. You can search for institutions using any
IPEDS variable or combination of variables you want. For example, you might use
this option to compile a list of public 4-year institutions in the Mid East region of the
United States, or to select all institutions in the state of California with a total
enrollment of more than 10,000 students.

To access this option, click on the By Variables link from the Select Institutions
toolbar, as shown below:

16
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' 1. Select Institutions

My Comparison Institution - University of Maryland-College Park £l [ rewour |

2. Seloct Variables 3. Oulpmt

How would you like to select institutions to include in your dats file/report?
1 By Names or UnitiDs 8 Bv Groups B By Vanables 8 5v Uploading a Fiig

Start by choosing the variables that you want to use to define your Institution
Group. If you have already selected/uploaded vatiables for a previous function
during the current Data Center session, your existing My Variables list will
automatically be displayed.

My Variables

As you navigate the Data Center, selecting IPEDS variables for
various functions and purposes, these variables are stored in
your My Variables list for easy access should you wish to use
them again during the current session.

You can select up to 20 variables to use as your criteria for creating your Institution
Group. Choose from the existing variables in your My Variables list, or select new
variables for this purpose using any or all of the following options:

Browse/Search Variables

This is the default method of selecting variables for your data file/report.
Browse a list of IPEDS variables, and/or search for variables by name or
keyword.

Choose From My Variables

Return to your My Variables list. Please note that this option is only
applicable if you have already selected/uploaded variables during the cutrent
Data Center session.

Create Derived Variables
Derive new, custom variables from the existing IPEDS survey variables
through addition, subtraction, or division.

Upload Variables

Upload a saved list of variables created in the Data Center or the IPEDS
Peer Analysis System. Please note that a Power User account is required to utilize this
option.

Note: Selecting variables is a process critical to a number of functions in the Data
Center. For detailed instructions, please refer to Chapter 3 — Create / Download a
List of Variables.
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Any new variables that you select for this process will be added to your My
Variables list, as shown below:

Select the variables you would like to use to create an institution group. o
My Variables BEdit vears B Delets variable BEEEN Modify years for all variables in a file
Institutional Characteristics: Institutions Select all | Unselect all R &)

Year ¥ariable
[ zoos-07 Geographic region [ =g o ]
2006-07 Level of institution [ =/ c
Z006-07 Control of institution B O
2006-07 Degree-granting status g g
Frequently used /Derived variables: Fall enrollment /retention rates Select all | Unselect all A e
Year ¥ariable
Fall 200& Total enrollment g g
[T Fall zooe Full-time enrollment | = ]

Note the active column headers for Year and Variable. This
list can be sorted! Click on the corresponding column heading
to sort the variables in a particular file accordingly.

Click on the corresponding checkboxes to select the variables that you want to use to
define your Institution Group; then click Continue.

Next, use the Institution Selection Form (shown below) to identify the values that
you want to apply to your search:

Specily the ssarch valuas for each variadle in order to dafine your mstAulan growd
COTCODCOCED
Varable Tithe (Table Name) Comparison Institution Value
[ Level of ngtaution - (08} Four or more years
[ Contrat of instaution - {06 Publbe
I Degrec-granting status - (298], Degree-grantng

L Teral envollmant 5] 35102

Note that if you have selected a Comparison Institution for the current data
file/report, the Comparison Institution Value for each variable is displayed on the
right side of the screen for your reference.
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Comparison Institution

A Comparison Institution (previously known as the Focus
Institution in IPEDS PAS), while not required, can still be
selected for most reports in the Data Center. This feature allows
you to highlight an institution in a data file/report and compare
its variable values with those of a user-selected or system
defined peer group.

Select a variable and click on the adjacent ! icon to open the corresponding Search
Value(s) pop-up screen:

Specify the search values for each variable in order to define your institution group.

[ Reset ] welp | Cancel ]
Variable Title (Table Name)
|—'] Leve

[ Control {jnstitution - (06) ‘ [¥] At least 2 but less than 4 years

bl SAVE il XCLOSE

‘ Select all | Unselect all

- (06 7l <
\Us) | ¥ Four or more years :rear_

[ Degree-granting status - (06) Less than 2 years (below associate) re

[ Total enrollment - (06) {Not available}

Depending on the type of variable you have selected, you will be prompted to enter
your search value(s) in one of two ways:

° By selecting one or more values from a list of available options (as
shown in the example above), or

° By entering numeric values and using operators to define your search
criteria as follows:

Operators
> (greater than)
< (less than)
= (equal to)
>= (greater than or equal to)
<= (Iess than or equal to)
RANGE (a range between two values)
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For example, you might select the < operator and enter 75000 to identify institutions
with in-state tuition of less than $15,000; or click on the >= operator and enter 10000
to locate institutions with a total enrollment greater than or equal to 10,000 students,
as shown below:

e search values for each vanable in order to define your nstitytion group

::(f'", th

Varable Title (Table Name) Comparson Inntitution Value

Total enrollment
Plaass inpit the desired value(s

> greater than or equal ta ;¢ |

A

Range

Numetic entries must be in the form of whole numbers and should
not contain any special characters (e.g. commas, decimals, dollar
signs, etc.). The only exception to this is ratio defined variables
where use of a decimal point is required for entry of search values.

When you are finished entering the search values for a particular variable, click Save
to save your entries and close the Search Value(s) pop-up screen. Repeat this
process for each of the variables in the Institutions Selection Form. You can
reopen the Search Value(s) window for any variable at any time to modify your
selections.

Once you have specified search values for each of the variables in the Institutions
Selection Form, click Submit. If you have already selected/uploaded institutions in
this function, or while working in a previous function during the Data Center
session, you will be prompted to ‘Combine the two sets and eliminate duplicates’,
‘Keep only the institutions existing in the two sets’, or ‘Disregard the previous set
and keep this one’ (for more detail, see p. 15).

Any institutions that match the specified criteria will automatically be added to your
My Institutions list for the current data file/report.
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Test your knowledge:

Using the By Variables option, create an Institution Group comprised of all
private not-for-profit four-year institutions in the District of Columbia. (Hint:
Your list of wvariables should include Sector of institution and State
abbreviation.) All of the selected variables should be for the 2006-07 data year.
The resulting Institution Group should contain a total of 12 institutions. When
you are finished save your Institution Group to complete this exercise.

By Uploading a File

If you have a previously saved Institution Group created in either the Data Center or
the IPEDS Peer Analysis System that you would like to use in the current data
file/teport, you can retrieve it at any time by clicking on the By Uploading a File
link from the Select Institutions toolbar, as shown below:

, 1. Select Institutions 2. Select Variables 3. Output

My Comparison Institution - None Selected ) ADO

How would you like to select institutions to include in your data file/report?
0 By Names or UnitiDs 0 By Groups @ By Variables B By Uglpading 3 File

Please note that a Power User account is required to upload
Variable List files to the Data Center. Click on the link to Login,
and then enter your User Name and Password when prompted. If
you do not have a Power User account you can create one by
clicking on the link to Create an account.

Once you have logged in, you can retrieve your file by entering the complete path
and filename in the box provided, as shown below; or you can use the Browse
button to locate the file on your computer’s hard drive. Hins: Institution Group files
will have a filename extension of .uid.

Upload File

You can upload any institutions file that you have downloaded from our site before, These files will have ".wid" extensions, Please
note: if yvou hawve made any modifications to any of these files since downloading themn, the systern will reject thern.

Enter file name: C:A\Documents and Setti -

When you are finished, click Submit to upload your saved Institution Group. If you
have already selected/uploaded institutions in this function, or while working in a
previous function during the Data Center session, you will be prompted to ‘Combine
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the two sets and eliminate duplicates’, ‘Keep only the institutions existing in the two
sets’, or ‘Disregard the previous set and keep this one’ (for more detail, see p. 15).

The uploaded institutions will automatically be added to your My Institutions list
for the current data file/report.

Modifying Your Institution Group

As you select institutions, they will be added to your My Institutions list, as shown
below. Note that the institutions in this list are stored throughout your current Data
Center session for use with any data files or reports you choose to generate. You can
add additional institutions to the list at any time by clicking on one of the available
options from the Select Institutions toolbar.

' 1. Select Institutions 2. Select Variables 3. Dutput

My Comparison Institution - University of Maryland-College Park 8 CHANGE
Select Institutions - You have selected 9 institution(s)

How would you like to select institutions to include in your data file/report?
0 2y Names or UnitiDs B By Groups 0 By Vaoables B By Uploading a Fiile

When you have finished selecting institutions, to Step 2 - Select Variables,

My Institutions C Hocie |
10 Institutson Name Oty State
217882  Clemson University Clemson SC
158419  Duke Universaty Durham NC
134097 Flonda State University Tallanassee FL
139755 Georgia institute of Techaolaegy-Main Campus Atlanta GA
139193  North Carolina State University at Rabegh Raleigh NC
163286 Univarsity of Maryland-Collegs Park Collegs Park MD
139120  Univarsity of North Caroling at Chapa! Hill Chapeal Hill NC
234076 Untiversity of Virginia-Main Campus Cherlottesville VA
159347 Wake Forsst University Wington Salerm NC

To make changes to the list, click on Modify; then choose from the following
options:

Keep Selected

Using the checkboxes provided, select the institutions that you want to keep
in your Institution Group; then click on Keep Selected. Any institutions that
you have not selected will be removed from the list.
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Remove Selected

Using the checkboxes provided, identify any institutions that you want to
remove from your Institution Group; then click on Remove Selected to
delete them from the list.

Remove All
Select this option to delete all of the existing institutions from your
Institution Group and start again.

Saving Your Institution Group

You can save your Institution Group at any time and access it later during
subsequent Data Center sessions. To do so, select one of the following formatting
options; then follow the steps outlined below to save your data accordingly:

Save data on the NCES server
The information from your current Data Center session can be saved on the
NCES server for thirty days. To utilize this option, click on the

e Save session . . .
link from the navigation menu at the top of the screen. You

will receive a Job Number for your saved data. This Job Number is very
important! You will need it to retrieve your data during future Data Center
sessions. Write it down for safekeeping, and/or enter your email address in
the space provided and click Send to have the Job Number emailed to you,
as shown below:

Save session to NCES server

Enter your e-mal address to receve your Job Number via e-mail; ctharwss, be sure to record the Job Number, from the man
meany, choose “Upload & previously saved sassion” to retrieve the saved session from the NCES sarver

Your Job Number:  Guest 16346337019

To have this Job Sumber sent to your e-mail, type the «-mail address below and click Send {optional)

E-Mail:

Note.
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Download in CSV format

You can also download your Institution Group to your computer’s hard
drive in zipped, comma separated values (CSV) format. To do so, select the
Create/Download institution group option from the Main Menu; then,
from the My Institutions view, click on Export:

’ 1. Select Institutions

My Comparison Institution - None Sclected 1 o
Select Institutions You have selected 9 institution(s) | vinss/ncowy |
How would you like to select institutions to include in your data file/ report?
B ey samesoriinitios BBy Gowns O By Veriables B By Ugloadng 2 fils
whean you have finished selecting mstitutions, you may SIHIIN your nsttutions to (.uid) file,
My Institutions L. oo |
10 Institution Name City State
Clemson University Clemson sSC
Cuke Unwwersity Curham NC
Fonds State University Taliahassee FL
Georges Institute of Technology-Main Campus Atlants =
199193  North Carcling State Universty at Raleigh Raigh NC
163208 Universey of Maryland-College Park College Fark MO
199120 Univeraty of North Caroling at Chape! Hill Chagel Hil NC
234076  Universty of Virginia-Msn Campus Chariottesviie VA
199847  Wake Forest Univergay winston Salem NC

Your browser will walk you through the file save process. The filename
extension for your saved Institution Group will be .uid.

Do not modify the filename extension in any way or the system
will not be able to recognize the file when you try to upload it,
and it will subsequently be unusable.
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